
THE 
DEVELOPER’S 

TOOLKIT 
HARC WITHOUT THE HEARTACHE, BUILDING WITHOUT THE BATTLE  



Welcome  
■ Thank you for joining us! 

■ Purpose 
– Share information about the development process
– Share tips about how to get through the process more efficiently 
– Work together to make the entire process more efficient 

■ Questions at the End 
– May also leave questions or comments in the silver box 
– We can host a different training/session in the future – let us know 



You are busy!  

YEAR Permit Valuation# Issued
2012 15,439,779.00 118
2013 20,959,192.00 118
2014 41,834,525.00 146
2015 51,787,497.00 149
2016 26,416,861.00 177
2017 72,997,084.00 253
2018 thru May 7th 7,190,087.00 55



■ Submittal

■ Review Process

■ Post-Approval Process

■ Building Permit 

■ Building Process 

■ Development Scenario 

Presentation Outline



Staff and Board Chairs  

■ Staff members are here to help! 
– Our contact info is on the back of the handout 

■ Board Chairs have guidance and tips to share, too   



The Boards
■ Planning and Zoning Commission (LUC Art. 9 Div. 1)

– Consists of five (5) regular members and a first (1st) and second 
(2nd) alternate appointed by the Town Council.

– Review are subdivisions, planned unit developments, annexations, 
affordable housing and many others.

– Usually meets on the 4th Thursday of the month beginning at 
5:30pm 

– P&Z Chairperson, Kathy Green

■ Historic and Architectural Review Commission (LUC Art. 9 Div. 2)
– Consists of five (5) regular members and a first (1st) and second 

(2nd) alternate appointed by the Town Council.
– Review new construction and additions or alterations to historic and 

non-historic properties among other things.
– Usually meets on the 3rd Wednesday of the month beginning at 

6:00pm 
– HARC Chairperson, Mark Shambaugh



SUBMITTAL PROCESS



Review Scales
(Classification of HARC Applications listed at LUC 7-203, LUC 6-402, LUC 6-306)

■ Large Scale (Multi-step, Full Board)
– Demolition of a rated structure (HARC)
– New Construction the Commercial, Historic Commercial or Accommodations II zone districts greater than 5,000 sq.ft. 

(HARC)
– Subdivision of a parcel greater than 15,000 sq.ft. (P&Z)
– Etc.

■ Small Scale (Single-step, Full Board)
– Extension of a certificate of appropriateness for small and large scale activities (HARC)
– New Construction the Commercial, Historic Commercial or Accommodations II zone districts greater than 1,500 sq.ft. 

but less than 5,000 sq.ft. (HARC)
– Small scale PUDs as prescribed in the LUC 6-306.C. 
– Subdivision of a parcel greater than 7,500 sq.ft. but less than 15,000 sq.ft. (P&Z)
– Etc.

■ Minor Scale (HARC or PZ Chairperson)
– Alteration of a rated structure which does not increase its floor area (HARC)
– New construction in Commercial, Historic Commercial, or Accommodations II zone districts which will contain less 

than 1,500 sq.ft. (HARC)
– Subdivision of a parcel less than 7,500 sq.ft. (P&Z)
– Etc.

■ Insubstantial (Staff)
– Alteration of a non-designated or non-rated structure which does not increase its floor area 
– Minor modifications to a PUD as prescribed in the LUC 6-314.A.
– Etc.

o Determination of No Effect (Staff)



Where can I find that?
www.telluride-co.gov

■ All applications, guiding documents (LUC, Design Guidelines, etc.), maps, and many 
online records can be found on the Town of Telluride website!

■ Planning Applications & Forms

■ Planning Resources

■ Building Resources

■ Agendas & Packets

■ Online Public Records

http://telluride-co.gov/237/Applications-Forms
http://telluride-co.gov/241/Planning-Resources
http://telluride-co.gov/230/Building-Division
https://telluride-co.civicweb.net/Portal/MeetingTypeList.aspx
https://telluride-co.civicweb.net/filepro/documents


What is a Complete and Compliant 
Application?

■ A COMPLETE application contains all Minimum Application Contents listed at LUC 5-
202.C., as well as all submittal requirements specific to the type of application.

■ A COMPLIANT application complies with all relevant requirements of the Land Use 
Code and the underlying zone district (example: setbacks, height, floor area, etc.).



Know Your Application 
(This Constitutes Completeness)

TIP: A complete checklist of required information for HARC applications is found on the HARC 
Development Checklist.  



Know Your Site
(This Constitutes Compliance)

TIP: This chart is Page 2 of the HARC Development Checklist. Use it and put it on your drawings! 
TIP: Compliance also include geohazards and floodplain considerations. Know if your site is within a hazard area! 



COMPLETENESS AND COMPLIANCE ARE 
KEY

 It is better to submit a complete and compliant application later than submit an 
incomplete or non-compliant application sooner

 Relying on staff to tell you how to fix an incomplete or non-compliant application 
will make the process take longer. 

TIP: Use the Application Checklist to ensure your application is complete, and 
contact staff if you have questions 

TIP: Schedule a pre-application conference with staff to go over your application 
before you submit it, even if you think it is complete and compliant 



Additional Tips

TIP: Make appointments whenever possible to ensure we are available to meet with you 
and give you the time you need. This eliminates multiple meetings for you. 

TIP: Give us a heads up regarding your questions. More information gives us a chance to 
prepare/research and help you better. 

TIP: Get to know the website – it will save you time! 

TIP: Meet with neighbors early. 



CALCULATIONS
Let’s talk height, site coverage, setbacks, and floor area



Calculating Measured Height

TIP: Heights must be labeled as USGS elevations.



Calculating height on steep lots – the 
“Parallel Slope” method



Site Coverage. What Counts?



Setbacks. 
Where do 
I measure 

from?

TIP: Setbacks allowed in the Land Use Code may 
not be allowed by the Building Code. Ask if you 
have any building components in a setback.



Floor Area

TIP: The definition of “Floor Area” differs in the Land Use Code and Building Code. The Building Code 
does not count floor area below 5’ as “livable area;” therefore, the Land Use Code is more restrictive.



DEVELOPMENT 
REVIEW PROCESS



ASK FOR 
WHAT YOU 

WANT*
*within reason 



INSUBSTANTIAL SCALE

Staff Level Review 
– Some CA Amendments
– Alterations to non-historic 

buildings
– Fences, Signs, 

Landscaping
– In-kind replacements of 

roofing, siding, decks

– Determination of No 
Effect (No CA Required)

MINOR SCALE 

Chair Level Review 
– Small additions
– Alterations to historic 

structures

– Public Notice required



Elevating Applications 

■ Staff may elevate an Insubstantial Application to the Chairperson… 

■ Chairperson may elevate a Minor Application to the Board…

if the application is deemed to be of elevated interest to either the 
reviewing body or the affected neighborhood, or if the changes are 

significant or non-compliant.    



SMALL & LARGE SCALE 
APPLICATIONS 



HARC P&Z

• Some HARC & P&Z Applications may proceed concurrently 
• Some requests require a Review & Recommendation from HARC to P&Z (Subdivisions & PUDs)
• Some requests require P&Z approval prior to HARC review  (Variances)

Some projects require approvals from both HARC & P&Z



Helpful 
Flow Chart 





TIP: Use Work Sessions – especially for large or 
complicated projects, PUDs & Subdivisons, 

or if the project challenges the Design Guidelines.







TIP: Work with Staff & Start Early

Staff will help you to make your application complete and 
compliant after submittal, but this slows down the application.



TIP: It is more expedient to submit a complete and 
compliant application later than to submit an 
incomplete or non-compliant application sooner.



SECRET
Applications that are 
submitted “complete 
and compliant” may 

be moved to the 
front of the HARC / 

P&Z “queue”.  



Staff Memo
• Staff prepares the memo 

based on our analysis of 
compliance with the LUC 
and the Design Guidelines. 

• Staff memo is provided for 
the HARC / P&Z members

• A favorable staff 
recommendation will likely 
save you time. 





TO BE CONTINUED…

Continued applications 
bog down the agendas

TIP: Avoid continuances 
by complying with the 
Design Guidelines and 
seeking a favorable 
staff recommendation 
with few conditions. 



It’s Approved!
■ Submit Revised Plans that comply with HARC / P&Z conditions within 

60 days of the meeting. 

■ The HARC Chairperson signs the Certificate of Appropriateness

TIP: Avoid submitting changes in the CA set that were 
not included in the HARC approved plans. 



AFTER HARC/PLANNING 
APPROVAL



After the Hearing 

■ After a HARC or P&Z approval, there is still more work to do!
– Buffer of time between approval and ability to submit for a building permit 

■ Replat, Development Agreement need to be approved & recorded 

■ Submitting plans that do not meet the conditions of approval will delay your project 

■ This is the stage where builders enter the process

TIP: Submit plans that meet the conditions of approval. This will save you lots of time!

TIP: Architect and builder should be on the same page about timing and details in order 
to be more efficient. 



BUILDING PERMIT



BUILDING PERMIT 
REQUIREMENTS



Applying for a Building Permit
■ If you are applying for a building permit, you need a submittal meeting with Sam

– Call Helen for an appointment; submittals are in the afternoon 
■ Have your CA in hand or email stating that you do not need a CA 
■ Provide all application contents listed on permit application 
■ New in 2018 – Signing Construction Mitigation Manual Agreement 
TIP: Plan ahead. 
TIP: Submit plans that match your CA. Not doing so slows down your project 
significantly. At least double. 
TIP: Meet with Public Works prior to submittal of building permit. 
TIP: Contractor who needs the permit and architect need to be in touch. 
TIP: CA Amendments slow you down; address them early when needed. 



BUILDING PERMIT





BUILDING PROCESS



Building Process
■ Schedule an inspection at least 48 hours in advance – sometimes you need to schedule 

even earlier 
– Call Helen
– You will not receive a scheduled inspection time
– Someone must be at the site for the inspection 
– The Building Inspector may not have time to come back to the site if you are not 

ready for the inspection the first time 

■ Call a planner before you make a change in the field. Planners are available to make site 
visits during construction. It saves you time to check with us!

■ Planners verify ridge height and foundation location with Building Inspectors 

■ Building Inspector will cross out sign offs on Inspection Card that are not necessary

TIP: Rich inspects concrete pours first in the morning, then moves on to other inspections. 
Give Helen information about your inspection, such as “as late as possible in the day” 

TIP: CA Amendments slow you down; bad habit is making changes in the field and waiting to 
get a CA Amendment at CO. 



RIDGE HEIGHT 
SURVEY

(must be signed and stamped by a 
registered surveyor)



Pass Your Inspection Every Time 
TIP: Read the Scope of Work on your building permit. This tells you about requirements 
for CO that are not listed on the Inspection Record Card (HERS, high altitude certificate, 
FEMA certificate) 

TIP: Keep the architect engaged so they can provide updated drawings or details as the 
project progresses. 

TIP: Have the approved building plans on the job site. 

TIP: Schedule a pre-final walkthrough before asking for a final inspection. 

TIP: Don’t schedule your final with Rich/Sam until all other sign offs are done. 

TIP: Smoke and CO detectors are required for all projects, even deck remodels. 



BUILDING PERMIT 
INSPECTION CARD



DEVELOPMENT 
SCENARIO

A condo remodel with a little bit of everything.



PROJECT SCOPE – a condo remodel in 
a non-historic building including:
■ Full kitchen remodel

■ Dormer addition

■ Repair and expand existing second story deck

■ Loft addition



STEP ONE: HARC Approval
■ Any exterior modifications will require HARC approval. 

– Dormer
– Deck expansion 
– Vents re: kitchen remodel 

■ If floor area is not being added and the building is not historic, only a Staff level, 
insubstantial scale approval is required.

■ Once your complete and compliant HARC application has been submitted to the 
Planning Department, staff will review the proposed changes.

– Either an approval, approval with conditions, or denial will be issued.
– Staff has the authority to elevate the review to the HARC Chairperson if 

changes are deemed to be significant. 

■ When staff approves the application, a Certificate of Appropriateness (CA) will be 
issued for the project. 



STEP TWO: Building Permit

■ Apply for a building permit 
– Project is located in a multi-family building, all drawings must be stamped by a 

Colorado licensed architect or engineer.



STEP THREE: Public Works 
(if necessary)
■ If you need to block a public right-of-way for any reason (i.e. staging, etc.) please 

contact the Public Works Department to apply for a right-of-way obstruction permit.



STEP FOUR: Condo Map Amendment

■ This project requires a condo map amendment 
– If your condo project adds building floor area or changes the designation 

of/adds new LCE or GCE elements, the condo map needs to be amended 
– This project expands the deck (additional LCE) and adds floor area 

■ This step is often forgotten and can hold up issuance of CO!

■ Complete the condo map update step after the majority of the work has been 
completed but prior to Certificate of Occupancy.



STEP FIVE: Certificate of Occupancy

■ Get all relevant signatures on the Inspection Record Card 

■ Example signoffs: Electrical, Plumbing, Mechanical, Planning, HARC, WWTP Meter, 
Public Works / Drainage, Fire Department, FEMA Elevation Certificate



THANK YOU!!!
At this time, we will be taking questions and comments. 

(if you are in the need to leave, a comment/question box can be found by the exit)
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